OFFICE QOF THE GENERAL COUNSEL
Division of Operations—Management

MEMORANDUM OM 87-20 13 March 1987

TO : All Regional Directors, Officers—in-Charge,
and Resident Officers
7/
FROM : Joseph E. DeSio, Associate General Counsel

SUBJECT: Bridge Prograun

We have recently completed negotiations with the NLRB Union
concerning the Bridge Program Training Agreement for Labor
Management Relations Examiners. This memorandum will set forth
the major changes in the program as approved by the Office of
Personnel Management, as well as a modification to Article 7,
Section 4(3j) of the Agreement between the General Counsel and the
NLRB Union covering field office clerical employees. The new
program is effective immediately for all future actions regarding
the program except as otherwise noted below.

The Bridge Progranm Training Agreement coneists of the Agreement
itself and 2 letters from Richard R. Wood, Chief of OPM's
Recruiting and Staffing Services Division. Those doccuments arvre
attached and should be maintained in each field office for
reference by all employees. When it is determined that a Rridge
position is to be posted in a particular Region, a couplete packet
of information, including a copy of the Bridge Program, wiil be
provided to you by Executive Assistant farole K. Coleman.

In summary, the Bridge Program has been modified as follows:

~- Section 2.a.1 has been modified to reflect that part-time
employees may be selected for the Program as a fuli~time employee,
subject to the availability of a full-time position.

—— Bection 2.2.2 has been clarified to provide for pay
retention for employees who enter the Program at the GS~7 level,
but who were serving in positions at G5-8 or higher (note OFM
letter}.

--Section 2.a.3 has been modified to provide that trainees
may be permitted to repeat any year of the Program provided that
the Program dogs not exceed 4 years; and that the failure to
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progress to a succeeding year of the Program within 2 years, or
failure to complete the program in 4 years, is an appropriate
basis for removal.

—-Section 2.a.5 has been modified to provide that promotions
during the Program will be temporary in nature so that, in the
event a participant is validly removed from the Program, any
reduction in grade or pay, which might be required, will be
achieved by terminating the temporary promotion action rather than
having to take an adverse action (see OPM letter). It should
be noted that, upon successful completion of the Program, the
participant's placement at the appropriate grade level will be a
permanent action. Further, although any reduction in grade or
pay, which might result from removal from the Program, is not
subject to the adverse action or grievance procedure, an employee
may grieve removal from the Program, i.e., the appropriateness of
assigned performance ratings; allegations of discrimination.

~-Section 2.5 has been modified to provide that, in order for
an employvee to be eligible for conversion to the target position,
he or she must, inter alia, demonstrate the potential to progress
to at least the full performance level. That is, it is not
enough that the employee only demonstrate the ability to perform
at the next higher grade, but he/she must demonstrate the
potential to perform at the G5-12 field examiner position.

--Section 3.d has been clarified to note that the ssme test
for grievability applies to nonselection for the Program as to
nenselection for competitive positions.

--Section 4.¢ has been modified to increase and specify the
formal course requirements for Bridge participants. Thus, a
participant is now required to satisfy 30 semester hours of
college courses rather than 24. Further, the Program now
specifies that, during the first year, the employee must take 3
hours of speech/oral communication; 6 hours in English composition
or college-level writing; and 3 hours in logic; and will be
encouraged to take 3 hours in accounting.

Although the foregoing represents the major changes in the Bridge
Program, there are other less significant language or other
modifications, and you should carefully review the entire Program.
In that regard, the training outline has also beemn clarified inm
certain respects.
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In addition to the modifications of the Bridge Program, it was
necessary to negotiate a change to Article 7, Section 4(J) of the
Agreement covering field office clerical employees to conform to
the temporary promotion provisions of the Program. The agreement
to modify that Section is contained in a Memorandum of
Understanding, & copy of which is attached.

As indicated at the outset, the modifications to the Bridge
Program are effective immediately. We have agreed with the NLRBU
that the employees currently in the Program ehall be exempt from
the new formal education regquirements, although they are
encouraged to meet those requirements.

Any guestions concerning this memorandum should be directed to
your Assistant Ceneral Counsel.

Attachments
cc: NRLRRU

MEMORANDUM OM 87-20



MEMORANDUM OF UNDERSTANDING
between
The General Counsel of the National Labor Relations Board
and
The National Labor Relations Board Inion

This Memorandum of Understanding is entered into for the purpose
of modifying Article 7 Section &4 (Bridge Program) of the Agreenent
between the General Counsel of the National Labor Relations Beard
and the NLRE Union covering field office clerical employees.

In particular, Article 7 Section 4{3) is hereby modified to read
as follows:

(j) 1In order to allow for promotions during the Bridge
Program, and because the mnature of the Bridge Progranm
precludes a final determination as to the candidate's
conversion until compietion of the entire program, applicants
will be reguired to sign an acknowledgement that all
promotions during the Bridge Program are temporary &nd that,
upon successful completion of the Bridge Program, (1) if the
emplovee is converted to the target position by
reclassification at the same grade, the most recent promotion
received during the Program will become permanent; oT (2) if
the emplovyee is converted to the target position by promotion
to a higher grade, such action shall be a permanent
promotfion. '

The parties agree that the use of temporTary promoticons, as set
forth in Section (j) above, is for the sole purpose of returning
unsuccessful Bridge Program participants to their former clerical
positions without the need to resort to adverse action procedures
should such position be at a lower grade, and that the use of
temporary promotions does noit mean that a Bridge Program

participant will otherwise be reduced in grade while in the Bridge
Program.

The parties further recognize that the Bridge Training Agreement
for Labor Management Relations Examiners cousists of the basic
Agreement as submitted to the Office of Personnel Management (QPM)
for approval on 27 May 1986, as well as OPM's subsegqguent
modifications to that Agreement contained in letters from Richard
R. Wood, Chief of 0PM's Recruiting and Staffing Services Division,
to BErnest Russell, Director of Administration, (which letters are
identified as SSS:EDU 5-2 numbers 23 and 24).
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The parties further agree to seek OPM's approval to hereafter
modify item (5) on page 3 of the Bridge Training Agreement to
conform to the langusge of Article 7 Section 4(j}, as set forth
above. However, that action shall not delay the implementation of
the provisions of this Memorandum of Understanding or the Bridge
Training Agreement as already approved.

For the General Counsel: For the NLRB Union:
) 4'-'—-&“‘“_‘ .
: L 3 / A . .
I & ; £ < P oi i
S, NI i S S0 e — by G S
B, Allan Benson, Deputy to Irving E. Gottschalk,
the Assistant General Counsel President, NLRB Union
pated:  Fu . il 1987
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Mr. Ernest Russell oA
Director of Administration '
Natiocnal Labor Relatlons Board

Washington, D.C. 20570

Dear Mr. Russell:

Our review of your revised Brildge Program Training Agreement
ror Labor Management Relations Examiners reflects that 1t
continues to meet OPM reguirements and standards for selec-
tion and position change although certain other sectlons
require modification.

More specifically, we made pen/ink changes to page 2 of the
agreement to reflect that candidates for the program above
GS~-T7 will receive pay retention upon entering the program.
This change was approved by your staff. A copy of page 2
reflecting this change is enciosed.

It is also our determination that the requirement for appli-
cants to walve their right to adverse actlon procedures, as
stipulated 1n item (5) on page 3, is inappropriate for lInclu-
sion in a training agreement. This 1s because the primary
purpose of training agreements I!s to diminish agency manpower
problems by attracting and training the best qualified partic-
ipants avallable. Requlring applicants to waive their rights
peforehand could significantliy decrease both the number of
applicants and their overall guality level, thereby reduclng
the overall ef“icacy of the program. We have also enclosed

a copy of page 3 reflecting this deletion.

Sincerely,

i .

1
P
i . N ——

DR AV O S < ey 2
Richard R. Wood, Chiefl
Recruiting and Staffing

Services Division

rnclosures
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~=-Are currently serving on career conditicnal or
career appointments;

--Have demonstrated their potential £or career
development in a professional occupation.

Experience and/or Training Requirements:

7o be considered eligible for assignment to a
trainee position, the applicant must have the
following amounts of gualifying experience:

Grade GS-4 2 years
- Grade GS-5 3l years
Grade GS-6 3% years
Grade G8-7 43 years

"Qualifying experience"” is that which is gained in
technical, specialized, clerical, administrative or
other responsible work which has demonstrated the
employee's potential to satisfactorily complete the
developmental progral.

successful study in a <ollege or university may be
substituted at the rate of 1 year of education for 9
months of experience, not to exceed & total of 3
years.

Unless an employee is found gualified on the basis
of education alone, at least 1 year of gqualifying
experience must have been comparable in difficulty
and responsibility to that of the next lower grade
in the Federal service.

Successful candidates currently serving at GsS-4, 5,
6 or 7 will be assigned to the program at thelr
present grade levels. Successful candidates
currently serving at GS-3 will be promoted to GS-4.
Successful candidates serving at or above G5-8 will
enter the program at GS-7. The -highest .previous ng
rete—rute shall apply in those instances where
employees above the GS-7 level are selected for
entrance in the program.

Length of Training:

The normal length of the training program will be

3 years. However, the length and/or intensity of
the program may be altered to conform to the
individual developmental needs of trainees.

Trainees may be permitted to repeat any yearl phaseg
of the program, provided that the overall length of
the program does not exceed 4 years. The failure of

Redfrm



a trainee to progress to succeeding year phases of
the program within two years in any year phase of
the program or to complete the program in a maximum
of four years is an appropriate basis to remove the
trainee from the program.

(4) Retention and Promotions During Training:
in order to be retained in the program and where
appropriate, promoted, a trainee must achieve
appropriate performance ratings. In addition, a
ryrainee who enters the program at one Or more grade
jevels below that of the target position will be
non-competitively promoted to the next higher grade
after each full year in the program up Lo and
inciuding grade G5-7, providing the trainee has met
all of the requirements for promotion. At the end
of the third year, the trainee may bDe reassigneed Or
promoted, as appropriate, to the. target position,
Labor Management Relations Examiner, GS-244-7,
concistent with b below.

{5} In order to allow for promotions during the Bridge
program, and because the nature of the Bridge
Program precludes a final determination as toO the
candidate’'s conversion until completion of the
entire program, applicants will be reguired to sign
an acknowledgement that any reduction in grade or
pay which may be necessary to return the employee to
nis or her former or, as appropriate, other position
gpon failure to meet standards, shall not be subject

to the adverse-asbion—06 Jgrievance procedures.

b. Target Position: The target position will be Labor
Management Relations Examiner, G5-244-7.

Eligibility Reguirements:

Trainees will be recommended DY the Regional
Director or Officer-in-Charge Subregion 39
(Hartford) for assignment to the target positien if
they have: (A) successfully completed the training
program; (B) achieved appropriate performance
ratings: (C) demonstrated the ability to perform at
the GS-7 Field Examiner level; (n) demonstrated the
potential to progress to at least the full
performance level; nd (E) met Office of Personnel
Management gqualification requirements (single Agency
Oualifications Standard for positions classified in
the GS-244 occupational series).
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Mr. Ernest Russell )
Director of Administration Z
National Labor Relations Board -

Washington, D:C. 20570

i

Dear Mr. Russell:

After considerable deliberation, includlng several dlscussions
with NLRB's personnel and legal staff, we have determined that,
effective on the date of this letter, any promotions gained
through participation in the Bridge Program Tralning Agreement
for Labor Management Relations Examlners, other than promotlions
s, LO Larget posit;png,_will be temporary 1ln nature.
i R s G Pl e - . A -
mhis modification is justified on a provisional basls essen-
tially due to thls particular agreement's almost uniquely long
training period which can reach 4 years 1in duration. This
abnormal length creates the possibility for several promo-
tions while in trainee status and because trainees have to
forfelt promotions 1f they are not promoted to the target
position, trainee promotions in thils program are less reli- _ _
able indicators of ultimate promotion to the target positlon e
than those promotions in more conventlonal tralning programs
of shorter duration. Because of this, there i1s considerably
more justification for designating prometions under this
agreement as temporary than there would be for promotions in
more standardized agreements.

This provisional modiflcatlon, which you have requested, will
continue until November 21, 1987, the expiration date of the
current 2-year agreement. Any request for renewal containing
this modilicatlion must include the following information for
each of the perlods, November 21, 1985 to the date of this
letter and from the date of this letter to October 21, 1987:
(1) the total number of trainees participating in the program
at any time during each perlod; and (2) the total number of

TON 1YL e
YL LU W
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Erainees leaving the program prematurely during cach period,
a4s well as thelr grade 1

¢ levels upon entering and leaving the
program and their date or entry into the program.

Sincerely, .- /
o ah :
e
<;‘»kaﬂh_( L. 3
Richard R. Wood, Chier

Recruiting ang Staffing
Services Division
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NATIONAL LABOR RELATIONS BOARD

BRIDGE PROGRAM FOR
LABOR MANAGEMENT RELATIONS EXAMINER POSITIONS

GENERAL SCHEDULE POSITIONS GS~4, 5, 6 and 7

rpose: The purpose of this program is to provide carefully
selected employees who are currently serving in
nonprofessional positions with an opportunity to qualify for
professional careers as Labor Management Relations Examiners.
Career development activities to be provided these employees
jnclude formal education and training and assignment to
specially designed "bridge” positions which will provide them
with qualifying experience and on-the-jcb training.

Specifically, the objectives of this program are:

a.

b.

To achieve more effective utilization of those employees
who have the capacity for professional development:

To permit career movement for capable employees whose
current job assignments fail to provide opportunities for
professional development:

To motivate employees toward high achievement and create
an environment which promotes high morale.

Position Coverage:

Trainee (Bridge) Positions: Trainee positions will be
ectablished and posted at grades 4, 5, 6 and 7 in the
GS5-303 occupational series. Positicns established at the
GS-4, 5 and 6 levels will be titled Labor Management
Relations Aid, whereas at the grade GS-7 level, Labor
Management Relaticns Assistant will be the title used.
Not more than one trainee position wil be made available
in each of the Regional Offices, and in the Bartford
Subregiocnal Office.

(1) Basic Eligibility Reguirements:

Trainees will be selected consistent with the
Agency's merit promotion program from among full-time
NLRB employees (or part-time employees subject to the
availability of a full-time position to which the
employee can be converted) who currently hold
nonprofessional "field" positions in grades GS-3 and
above who:
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--Are currently serving on career conditicnal or
career appointments;

--Have demonstrated their potential for career
development in a professional occupation.

Experience and/or Training Requirements:

To be considered eligible for assignment to 2
trainee position, the applicant must have the
following amounts of gualifying experience:

Grade GS-4 2 years
Grade GS-5 3 years
Grade GS-6 3% years
Grade GS-7 4% years

"gualifying experience” is that which is gained in
technical, specialized, clerical, administrative or
otner responsible work which has demonstrated the
employee'’s potential to satisfactorily complete the
developmental program.

Successful study in a college or university may be
substituted at the rate of 1 year of education for 9
months of experience, not to exceed a total of 3
years.

Unless an employee is found qualified on the basis
of education alone, at least 1 year of qualifying
experience mist have been comparable in difficulty
and responsibility to that of the next lower grade
in the Federal service.

Successful candidates currently serving at GS-4, 5,
6 or 7 will be assigned to the program at their
present grade levels. Successful candidates
currently serving at GS-3 will be promoted to GS-4.
successful candidates serving at or above GS-8 will
enter the program at Gs-7. srohidRetbepesiowe Pay
sraee-pude shall apply in those instances where
employees above the Gs-7 level are selected for
entrance in the program.

Length of Training:

The normal length of the training program will be

3 years. However, the length and/or intensity of
the program may be altered to conform to the
individual developmental needs of trainees.

Trainees may be permitted to repeat any year phase
of the program, provided that the overall length of
the program does not exceed 4 years. The failure of
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a trainee to progress to succeeding year phases of
the program within two years in any year phase of
the program or to complete the program in a maximum
of four years is an appropriate basis to remove the
trainee from the program.

{4) Retention and Promotions During Training:

in order to be retained in the program and where
appropriate, promoted, a trainee must achieve
appropriate performance ratings. 1In addition, a
trainee who enters the program at one or more gragde
levels below that of the target position will be
non-competitively promoted to the next higher grade
after each full year in the program up to and
including grade GS-7, providing the trainee has met
all of the reguirements for promotion. At the end
of the third year, the trainee may be reassigneed oxr
promoted, as appropriate, to the target position,
Labor Management Relations Examiner, GS-244-7,
consistent with b below.

(5) 1In order to allow for promotions during the Bridge
Program, and because the nature of the Bridge
Program precludes a final determination as to the
candidate's conversion until completion of the
entire program, applicants will be reqguired to sign
an acknowledgement that any reduction in grade or
pay which may be necessary to return the employee to

" his or her former or, as appropriate, vther position
upon failure to meet standards, shall not be subject
to the edvemspewaekiow—or Jrievance procedures.

p. Target Position: The target position will be Laborx
Management Relations Examiner, GS—244-7.

Eligibility Requirements:

Trainees will be recommended by the Regional
pirector or Officer-in-Charge Subregion 39
(Hartford) for assignment to the target position if
they have: (A) successfully completed the training
program; {B) achieved appropriate performance
ratings; (C) demonstrated the ability to perform at
the GS-7 Field Examiner level: (D) demonstrated the
potential to progress to at least the full
performance level; and (E) met Office of Personnel
Management gqualification requirements (single Agency
Oualifications Standard for positions classified in
the GS-244 occupational series}).
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3. Evaluation and Selection:

a.

c.

To ensure eligibility for consideration, the Division of
Operations Management in cooperation with the Personnel

Branch will be responsible for preliminary screening of

applicants’' gualifications.

In evaluating and ranking candidates, consideration will
be given to: o

(1) The candidates’

--Working experience;
--Education and training;
~-Special achievement;
--Overall performance; and
--Potential.

{2} The contents of the Appraisal for Potential Based on
Job Elements {(form NLRB 4940}.

{3) The results of the Regional interviews concducted to
ascertain candidates' career goals and potential for
professional development.

For each posting, & maximum number of five candidates may
be ranked the highest by the rating official{s) and
designated as best qualified and they shall be certified
in writing, to the Associate General Counsel, Division of
Operations Management.

The decision to fill or not fill any of the positions or
to select specific applicants will be made by the
Associate General Counsel, Division of Operations
Management, who may select any candidate on the best
gqualified list. Except for an allegaticon that the
employee's non-selection is in violation of Article 4,
Sections 1, 4, or 11 of the Agreement between the General
Counsel of the National Labor Relations Board and the
NLRB Union covering field office clerical employees, or
any law affecting conditions of employment, non-selection
from a list of candidates properly certified and ranked
in accordance with this program not be subject to the
grievance or arbitration procedures.
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Training Plan: The plan will follow the same general outline
for all trainees; i.e., it will be geared toc the basic
requirements of the Labor Management Relations Examiner
occupation and designed so as to assure the trainee's
acquisition of the essential knowledge and skills appropriate
for the grade level of the target position. However, the
plan will also be tailored to the individual trainee's needs
and background. The duties assigned and training courses
required will be commensurate with the trainee's past
experience and training and program grade level. The plan
will include both on and off-the-job training.

An individual training plan will be dévelopeé within 2 weeks

after a trainee is officially assigned to a trainee position.
The plan shall include:

a. Orientation: (Duration: 1 week) The orientation will
be designed to add to the knowledge of the trainee with
respect to the history, mission and accomplishments of
the NLRB, its organizational structure and program
components, policies and procedures, and the trainee's
own obligations and rights. This orientation will be
provided by the Division of Operations Management and the
Region.

b. On-the-job Training: (Duration: 135 weeks) On-the-job
¥raining will be conducted in the office where the target
position exists. Carefully supervised work assi.gnments
will become increasingly more difficult commensurate with
the trainee's level of development. (Note: {1) Wwhere
additional formal training time is found to be desirable
and available, on-the-jocb training time may be addjusted
as appropriate. (2) 1In addition to performing necessary
training assignments, trainees will continue to perform
assigned clerical duties as described below.

¢c. Pormal Training: Thirty semester hours i/ of college
courses will be taken, eighteen of which are those listed
in the Single Agency Qualifications Standard for
positions classified in the G5—~244 occupational series.
During the first year, the trainee must take {(if
available) 3 semester hours in Speech/Oral Communication,
6 semester hours in English Composition or College~level
Writing, and 3 semester hours in Logic; and will be
encouraged to take 3 semester hours in Accounting. After
the first year, the remaining semester hour must be from

17 Reference to semester hours is understood to also
mean eguivalent gquarter hours.
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among those listed in the Single Agency Qualifications
Standard, with the understanding that any of the
above-listed credits, including Accounting, which were
not satisfied in the first year of the program must be
satisfied in the second year of the program. (Exception:
A trainee who has already successfully completed the
above college-level courses prior to entry into the
program may be required to take an appropriate number of
other courses while in the program.} The educational
institution, the curriculum, and the cost assumed
therewith, and schedule of courses, must be approved in
advance by the appropriate Regional Director in
consultation with the Division of Operaticns Management
and the Personnel Branch.

d. Self-Development: The trainee will be made aware of
his/her own responsibility for self-development. Toward
this end, he/she will be expected to read extensively
from a2 selected list of materials which are pertinent to
the career field (see sample training plan below).

Evaluation: The Division of Operations Management will
develop, supervise and administer the evaluation phase of
this program. The Personnel Branch will have monitoring
responsibility with respect to the evaluation system.

Written supervisory evaluations of the trainee’'s progress and
the effectiveness of the training will be required on a
regularly-scheduled basis. Ninety days following assignment
to a trainee position, 2 written evaluation will be made of
the trainee's developmental needs and of the plan which was
tailored to provide him/her with the necessary knowledge and
skills. Subsequent written supervisory evaluations will be
required quarterly thereafter. The supervisor is required to
review those evaluations with the trainee at the time
evaluation forms are completed. In assessing the trainee's
overall pregress, the supervisor will take into consideration
the trainee’'s college course work. (Note: Should a trainee
receive a grade of less than a C, this will be taken into
consideration in assessing the trainee's ability to perform
as a Labor Management Relations Examiner.) On an annual
basis, the trainee will receive an annual appraisal and where
appropriate a promotion recommendation.
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Upon completion of training, the Regiocnal Director will
submit a comprehensive evaluation of the achievement,
including course work and performance of the trainee, and
recommend to the Division of Operations Management whether
the trainee is qualified for the target position. The
trainee will also be required to make a written evaluation
and furnish grade transcripts at the completion of any
college course work or of formal training provided at NLRE
expense, and quarterly will assess his/her own development.
Upon satisfactorily completing the training program and
successfully demonstrating performance in the trainee
position, the trainee will be eligible for reassignment or
promotion to the target position. A written certificate of
his/her satisfactory completion of training under the program
will be filed in his/her Official Personnel Folder. The
training program file will contain a record of the actual
training provided each trainee. These files will be retained
for a minimum period of 2 years after completion of the
training.

Action Upon Pailure to Meet Standards: Except as indicated
below, when the Associate General Counsel, Division of
Operations Management, determines that a trainee has failed
to meet performance reguirements, the trainee will, depending
on the availability of suitable position vacancies, be
laterally reassigned or returned to his/her former position
or to a similar position with eguivalent status and grade.

In cases where an employee entered the program through change
to lower grade, repromotion to the employee's former grade
level will be subject to competitive merit promotion
procedures.

Promotions: There is no guarantee of promotion under the
provisions of the program. Promotions will be based on a
positive determination that the trainee has met the
performance requirements, has satisfactorily completed the
necessary training, has demonstrated an ability to perform
the duties of the target position, and has been evaluated and
recommended by the appropriate officials. This program does
not in any way provide authorization for an exception to the
time~in-grade restrictions. Additional development of
candidates beyond target positions will follow normal
promotion procedures.

Counseling: Career counseling will be provided by the
Regional Office and a representative of the Division of
Operations Management at the time he/she enters the program
and at appropriate intervals thereafter.
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Cost of Operating Training Program and Productivity Gains:

a. The NLRB is convinced that the cost of operating the
training program will be more than offset over a period
of time by improved employee morale, productivity and
efficiency.

b. Additional funds will not be requested for the specific
purpose of effecting grade adjustments. .

Flexibility Provisions: To avoid the necessity for fregquent
minor changes in the program caused by changes in the needs
of the Agency or the trainee, it is permissible to:

a. Alter length and intensity of the individual training
plans to conform to the individual developmental needs of
the trainees:

b. Extend elapsed training time (not to exceed 1 year) as
appropriate in individual cases to cover contingencies
such as sick leave, emergency anpual leave, or a
trainee's difficulty in grasping a portion of the
training or a particular development assignment;

c. Alter segments of training to permit learning experience
to coincide with actual work situations as they arise
during the developmental period (when such changes are
considered desirable);

3. Add or modify subject matter material to reflect
technological changes, the needs of the NLRB and of the
trainee, and evaluation of experience with the training
program;

e. Curtail or modify the program due to staffing or
budgetary reasons, although this is unlikely due to the
pricrity accorded to upward mobility.

Administration of the Program: The Associate General

Counsel, Division of Operations Management, and the Director
of Personnel are responsible for administration of the
program with delegated authority provided to subordinate
staff members.

The Division of Operations Management and the appropriate
Regional Offices will, in consultation with the Personnel
Branch, develop specific training plans within program
guidelines and will review and evaluate their effectiveness
annually.



Name:

FPresent Job Title:

Series and Grade:

Entry into Training:

puration of Training:

Objective:

(®
APPENDIX

Tvpical Training Plan

J. Doe

Labor Management Relations Aid

GS-303-

August 25, 19

3-year program

To develop. through planned reading,

formal training, discussion and work

experience, Doe's ability td perform the
duties of a Labor Management Relations

Examiner related to processing

representation petitions and unfair

labor practice charges, €.g.:

—- analysis of facts, procedures and
law in representation and unfair
labor practice cases;

~- processing of petitions and charges,
holding of conferences and elections,
legal research, interviewing
witnesses;

~- preparation of oral and written

reports, forms and other documents.
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Elements of the Individual Training Plan

Phage 1 1l Week

A. Program Orientation - During the first session.”the trainee

meets with the group supervisor and is given a detailed
orientation on the provisions of the "bridge program” and the
mechanicslof its operation. The trainee receives information
regarding the freguency of his or her participation in the program
(i.e., no less than 3 days per week the first year, 5 days per
week the second and third years), frequency of evaluations
{quarterly), the standard of performance the trainee is expected
to achieve at each stage of the program, eligibility for
promotion, college course work, and other aspects of the program
regarding which the trainee may have gquestions. This session
should also form a foundation for the development of a training
program tailored to the specific needs of the trainee, based on
the typical program which follows.

Depending on the needs of the trainee, the Agency will pay for
the following reguired college course work: 3 semester hours 1/
in Speech/Oral Communication, 6 Semester hours in English
Composition or College Level Writing, 3 semester hours in Logic
{all to be taken during the first year of the program), and 3
semester hours in Accounting preferably to be taken during the

first year of the program). The remaining semester hours must be

1/ 'Reference to Semester hours is understood to also mean
equivalent guarter hours.
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in one of the specialized areas, the substance of which is
directly related to the work of the Agency {(political science or
government, economics, industrial relations or labor relations,
personnel administration, business administration, accounting or
labor law). ,

maition, books and fees will be paid by the Agency under the
Government Employee Training Act and in accordance with the
provisions of the Agreement between the General Counsel of the
National Labor Relations Board and the NLRBU covering field office
clerical employees. The trainee will be required to submit
reports on his or her progress at the end of each grading pericd.

Depending on the needs of the office, the trainee will perform
clerical duties up to 40 percent of the time durinyg the first year

of the program.

B. Orientation to the Mission of the Agency and Functions of &8

Field Examiner - The remaining sessions of the orientation broaden

the trainee's view of the National Labor Relations Act, the
Agency, the operations of the Regional Offices, and the role
played by the Labor Management Relations Exmainer.

The following training material will be provided to the
trainee:

1. HNational Labor Relations Board Personnel Handbook

2. The Genesis of the National Labor Relations Board

3. Summary of the National Labor Relations Act

4. ‘The Board's Rules and Regulations and Statements of
Procedure

5. MNLRB Organization and functional Chart

6. NLRB Internal Instructions and Guidelines

7. A Guide to Basic Law and Procedures Under the National
Labor Relations Act
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9.
10.
11,
12.
13.
14.

15.
16.

(® c®

&4.—

The most recent Annual Report of the National Labor
Relations Board

Representation Case Flow Chart

An Outline of Law and Procedure in Representation Cases

Set of current NLRB forms

A list of Reading Assigments

A schedule of training

Agreement between the General Counsel and the NLRE Union
(Professional Unit) o

A Guide to Jurisdiction {an ocutline by Elihu Platt)

Jurisdictional Guide

The historical backgound of the development of labor

management relations and legislation preceding the National Labor

Relations Act will be discussed. The instructor will assign

reading and discuss the following topics.

I.

The NLRB and its Organization

A. Development of National Labor Relations Act, Platt -
The Genesis of the National Labor Relations Board

1. National Industrial Recovery Act

2. Wagner Act, N.L.R.B. v. Jones and Laughlin Steel
Corp., 301 U.5. 1(1937)

3. fTaft-Hartley

4. Landrum-Griffin

5. Postal Reform Act

B. Role of Other Agencies in Employment Matters

1. Department of Labor
(a)} Wage and Hour
(b} Occupaticnal Safety and Health
(¢} Landrum-Griffin
{d}) PF.M.C.S.
(e) Office of Federal Contract Compliance
(f) <¢€ivil Service Reform Act

2. EEOC

3. United States Attorney

4, State Employment Commissions

5. National Mediation Board - Railway Labor Act
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I1. Orientation of the Agency

A. The Board
B. The General Counsel's Office

1. Division of Operations Management
~ {(a) Regional Offices
' (b) Washington

2. Division of Advice
(a) Regional Advice Branch
(b) Legal Research and Policy Planning
Branch

3., Division of Enforcement Litigation
{a) Appellate Court Branch
(b) Office of Appeals
(¢} Supreme Court Branch
¢. Division of Administration
D. Division of Judges
E. Regional Office Organization
1. Professional Hierarchy

2. Clerical Hierarchy

3. Relationship and Dealings with the public
{a) Information Officer
{b) Information calls and visits to the
office
(¢} Press, TV and Radio
{(d) Freedom of information Act
(e) Parties and Witnesses

£l Weeks

C. On-the Job Training - Under the close supervision of the group

supervisor, the trainee is exposed to certain aspects of
representation and unfair labor practice case handling. The
trainee first observes, then assists, and finally conducts secret
ballot elections and processes petitions. Elections and consent
conferences are conducted with an experienced agent or the group

supervisor present for advice and assistance. Depending on
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development during the year, the trainee may become solely
responsible for certain of these functions. Assignments progress
from petitions involving small units with no anticipated issues to
larger and somewhat more complex bargaining units. During this
period, the trainee will receive instructions and guidance in the
use of research tools and in the preparation of written reports
with respect to initial processing of petitioms. The subject
matter for study and discussion during this pericd is as

follows: 1/

I. Representation Cases =~ Part 1

A. General Problems

1. Objectives
(a) NLRB function in determination of
representatives.

(b) Importance of expeditious handling in
representation matters; time targets

B. Procedural Problems in Representation Case
1. The Petition

(a) Types: RC, RD, RM, and UD, AC, ue -
Read: Outline, pp. 30-33
(b) Assistance in preparing petition
(c) Information required
(1) Type of case
(2) Nature of employer's business
(See other items on petition)
(d) Other helpful information:
current representation situation,
history, current conflicting claims
possible craft claims, strikes,
eligibility problems

1/ 1In addition to these suggested reading topics, the supervisor
should consider approprlate reading assignments in "The
Developing Labor Law.”
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(e) Docketing of petitions and Amended
Petitions
(1) Responsibility
(2) Piling date -
{3) When secured in field

2. Research of Regional Office Files
{(a) Prior or current ULP oOr representation
cases
‘ (b) Possible additional interested parties
{1} Organizing within last 2 years
(2} Undocketed material; RumoI;
competitive unions involving a
particular craft
(e¢) Action on petition during compliance
periocd of a ULP proceeding

3. Preparation for investigation

(a) Timing of start of investigation, time
targets

(pb) Notification of interested parties

{¢) Conference or telephone method of
investigation

(@) survey of possible issues to be met and
preparations for same

(e) Define in your own mind purpose of
investigation, i.e., what you want to
find out

{f) Use of checklist

(g) Material necessary for telehpone Or
conference

4. "The investigation - Manual Sections 11000-~1101¢
{a) The telephone method
How you start -~ what you say - how you
complete - what you do if party
indecisive (i.e., leave way open for
consent election but set up case for
hearing)
{p) The conference method
Control of conferénce
Sizing up parties
Stating purpose of conference
Optaining agreement on noncontroversial
matters
Narrowinyg and classifying disputed
issues
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Technigues in successful conference
Impartiality
{c) Securing required information on

procedural and substantive problems g/

{1} Commerce information

{2} Other interested parties

{3) Showing of Interest

(4) Labor relations history

(5) Question of representation

5. Unit
{a) Phraseology of unit discription
(r) Lack of complete agreement over
classifications or personnel in
propesed unit
{c) Distinction between unit and
eligibility guestions

6. Regional determination
(a) Policy toward intervenors

7. Showing of Interest (Manual Sections 11020-11040
{a)} wWhat constitutes adeguate showing
(b} 1Investigation of showing
{(c) Check of interest {(Form NLRB-4069)
{d) Disclaimer of interest
{e) Practical problems (attempts to revoke,
etc.)
{(f} FPraud or forgery

8. Procedure where formal action is found necessary
after investigation of petition
{a) Data required to set up hearing
(b) Discuss final Report Recommending
Issuance of Notice of Hearing and
data under each section

9. Election Agreements
{(a)} Types of agreements and differences
{1} Filling out
(2) Designation of union name

2/ 1In considering commerce, unit, question of representation,
etc., it is intended that this be a discussion of procedural,
not substantive matters.
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{c)

(a)

{e)
(£)
(g)
{(h)
(i)
(3)
(x)

(1)
(m)
(n)
{c)

(0

-0

Election order sheet

Notice, supplemental notice, and posting
period

Location of voting place in plant;
whether on or off company premises

Timing of election and voting hours

Electioneering

Release of voters _

Voting booths - number - who provides

Observers

Eligibility data

Eligibility list, Excelsior list, final
and binding eligibility Agreements

Election equipment

Mames on ballot

Position on ballot

Count of ballot, where

10. Conduct ¢f election

{a)

{b)
(e}
(a)
(e}
(£)
{g}

(h}

Preliminary matters
(1) Check of eligibility
a. Final and binding agreements
b. Excelsior list

(2) Presence of union agent at voting
place prior to election

(3) campaign literature or notices near
pelling place )

(4) 1Instruction of cbservers and their
behavior

(5} Inspection of voting place and
booths

Identification of wvoters

Checking eligibility list

Ballot boX

When to challenge

Treatment of or attitude toward voters

Observance of stipulated voting period

(1} Be on time, or earlier

{2) Open and close on schedule

Count of ballots

(1) Possible segregation or impounding
if too many challenges - call
Regional Director

(2) Disposing of challenges prior to
count

{3) Void and valid pallots

{4) Tally sheet
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(5} Tally of ballots
{6) Certification on conduct

11. Board ordered elections _
(a) Arrangements, difference in setting up

compared to consents
(b) Extension of time

12. Regional Director-directed elections
(a) When held
(b) Waivers
{c) Request for Review

13. Administrative disposition of positions
(a}) Dismissal after investigation
(b) Withdrawal
(1) Final report
(2) With or without prejudice

II. Representation Cases - Part 11

A. Substantive problems in representation cases

1. Unit appropriate for collective bargaining - See
Outline, pp. 135-156
“~Ta) Prior determinations by Board
{1} Consent
(2} Change in operations
{p) Extent of erganization
{¢) Bargaining history
(d) Units based on race, size, sex, age, Or
unjon membership
(e) sSpecific types of unit
(1) Multiplant units ~ Qutline, pp.

157-169

{2) Multiemployer units - Qutline, pp.
170-179

(3) Professional employees - Qutline,
pp. 223-224

2. Statutory Exclusions - Qutline, pp. 229-251
{(a) Agricultural laborers
{p) Domestics
{(¢) 1Individual employed by parent or spouse
(a} 1Independent contractors
(e) Supervisors
(£) Railway workers
(g) Employees of "Nonemployers"
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3. Statutory Limitations - Qutline, pp. 252-262
(a) Professional Employees
(b) Plant Guards

4. Employee Categories by Board Policy - Qutline,
pp. 263, 282
{(a) Confidential Employees
(b) Managerial Employees
{c) Relatives of Management
{8) Office Clerical and Plant Clerical
Employees

5. Status and Tenure - Qutline, pp. 283-297
{(a) Part-time Employees
(v) Student Workers
{c) Dual Purpose Employees

6. Raising the Question of Representation - Outline,
pp. 58-75
{a) Who may raise
{b) How raised

7. Bars to Proceeding

{a) Raiding disputes - CHM 11050-11054

(b} Expanding unit ~ General Extrusion, 121
NLRR 1165

(c) Contracting unit

(@) 'Turnover unit

{e) Pendency of ULP

(f) Premature petition filings (Representative
Complement)

8. Any problems not already discussed regarding
representation cases

1I1. uUnfair Labor Practice Cases

A, Work Experience In addition, the trainee will

observe experienced agents as they interview witnesses, plan their
investigations, analyze and evaluate evidence, research the law,
present their reports and recommendations, and settle cases. As
the trainee becomes familiar with the techniques involved, he or

she becomes progressively more involved, gradually performing
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greater porticons of the work until he or she is ready to
investigate a charge. Earlier investigations by the trainee will
be conducted in the presence of the supervisor or an experienced
agent; later investigations will be conducted by the trainee
alone, but with close superﬁision. The trainee will also obse&ve

the preparation for, and conduct of, unfair labor practice trials.

B. Reading ané Discussion - The trainee will study the following

topics:

1. Unfair Labor Practice Cases

A. Procedures
(1) Charges
{2) Assignment of cases
(3) Investigation generally {techniques
of investigation will be discussed
at a separate session)
Settlement
Withdrawal
Dismissal
Complaint
Answer
Amendment
Subpeoenas
Motions
Hearing Procedures
Post~hearing Procedures
Section 10(b) of the Act - Bryan
Mfg. Co., 362 U.S5. 611, 54 LRRM
3212

b Bt el el o e, o, e o
P N OO 0O
e N Nt Ve gyl et Nl Yy Ul Nt W

iy iy, iy g,

I11. Unfair Labor Practice Law

A. Section 7 of the Act
B. Employer and Union Unfair Labor Practices
{1} Section 8{a)(l) - Interference, restraint
and coercion
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(a) Generally
(1) 1independent
{2) Derivative
(b} Threats of reprisal and promises of
benefits
{c) Statements
(d) 1Interrogation - Blue Flash Express, 109
NLRB 5%1; Struksnes
Construction Co., 165 NLRB
1062; Jchnnies Poultry
| Co., 146 NLRB 770

{e) Surveillance

(f) Concerted Activities - Washington Aluminum
To., 370 U.5. 9, 50
LRRM 2235

{(2) Section 8(b){1){A) - Restraint or coercion of
employees in exercise of Section 7
rights

(a) Union rules proviso
{p) Forms of restraint and coercion
(1} Violence or threats
(2) Mass picketing
(3) 1Illegal union security and employment
practices
{(4) Actions to compel strike
participation
(5} Union Fines - Booster Lodge No. 405
1AM {The Boeing Co.}, 1B5> NLRB RKo. 23

{c) Duty of Fair Representation
Miranda Fuel Co., 140 NLRB 181
Hughes Tool Co., 147 NLRB 1573

(3) Sectien 8(a)(3) and (4)
{a) Generally
{1) Proof of intent and motivation
{2) Per se conduct
(b) Protected and unprotected concerted
activities
{c) Forms of discriminaticn
{1) Discharge
(a) For union activity
(b} For concerted activity (8(a){1)
viglation)
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{(c) Discharge of supervisor
(8(a) (1)
viclation)
{2} constructive discharge
(3) Layoff
(4) Transfer
(5) Reduction in wages and other adverse
changes in working conditions
(@} 1Indicia of discrimination
(1) Antiunion animus
Statements by officials and
supervisors
{2) PFPailure to give prior warning
{(3) Condonation
{4) Timing
(5) Absence of explanation for action
(6) Conflicting or false reasons given
{(7) Dpeparture from established practice
(B} Disproporiionate number of pro-union
employees affected
{9) Replacement of dischargee or
assignment of overtime work to
remaining employees
{10) Ppisparity of treatment of other
employees
{(e) Knowledge
(1} Employer knowledge
(2} Small plant doctrine
(£} Defenses
(1) Misconduct
Mistaken belief as to such conduct
when employee is engaged in
protected activity Burnup & Sims,
137 NLRB 766; 379 U.S. 21, 57/ LREM
2385

{2) Breach of plant rules
Departure from past practice

{3) Absenteeism

{4) Unsatisfactory work

{5) Business conditions

{4} section 8({p){2) ~ To cause or attempt to cause
an employer to discriminate
(a) Forms of violations
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(1) Illegal employment agreements and
practices

Local 357 Teamsters 365
U.S. 667

(2) Discriminatory hiring practices

Miranda Fuel Co., 140 NLRB 18}

Local 269, IBEW (Mercer County)
‘ 149 NLRB 768

(3) Illegal union-security agreement
and practices

{5) Section B{a)(4) - Pedersen v. N.L.R.B., 38
LRRM 2227, 234 F.24 417

At the end of Phase I, the trainee will be evaluated and a
decision will be made regarding whether to proceed to Phase 1I.
1f both the on-the-job training and college course work have been
satisfactory, the trainee will be evaluated and considered for
promotion to the next higher grade level depending on his/her
entry level, and training will continue on a full~-time basis,

5 days per week.

Phase II and 111

In the second and third year of the program, the trainee will
be required to complete the remaining course work to total 30
overall semester or eguivalent quarter hours {to include
accounting during the second year of the program if not taken
during the first year of the program) in one of the specifically
related fields of study {political science or government,
economics, industrial relations or labor relations, personnel
administration, business administration, accounting and labor

law.}
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A. VWork Experience -~ While continuing to participate in

representation case handling, the trainee will be assigned more

complex unfair labor practice cases.

B. Employer and Union Unfair Labor Practices - The trainee will

study and receive assignments in the following areas.

1. Section 8{a){(2) - Domination of or assistance to
labor organizations

{a) Bee Section 2{5} of the Act - Cabot Carbon, 356
U.S. 203, 44 LRRM 2204

{b) Domination -~ Carpenter Steel Co., 76 NLRB 670

(¢} Assistance, support and interference - Midwest
Piging, €3 NLRB 1060, I1.L.G.W.U. v. N..R.BR.,
366 U.S. 731, 48 LRRM 2251

(d) Remedial orders - Julius Resnick, 86 NLRB 38

2. Section 8{a)(5)
{a) RNature and extent of duty to bargain in good faith
American National Insurance, 343 1J.5., 395, 30
LRRM 2147
(b} Majority Status and the Msaning of Certification
Franks Bros., 321 U.S. 702, 14 LRRM 591
Gissel Packing Co., 393 U.s8. 575, 71 LRRM 2481
Mar-Jac Poultry, 136 NLRB 785
{¢) Unilateral Action and Impasse
N.L.R.B. v. Katz, 369 U.8. 736, 50 LRRM 2177
N.L.R.B. v. Crompten - Highlands, 337 U.S. 217,
24 LRRM 2088
(d) Appropriateness of unit
{e) Reguest to bargain
{(f) 1Indicia of bad faith
(1) Uncompromising attitude
(2) Dpilatory and evasive tactics
(3) Refusal to make concessions
(4) Miscellaneous
{g) Subject matter of collective bargaining
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(1) Mandatory subjects of bargaining
Rorg Warner, 356 U.S. 342, 42 LRRM 2034
Fiberboard, 379 U.S. 203 57 LRRM 2609
Ozark Trailers, 161 NLRB 561
{2) Nonmandatory bargaining subjects
(3} Illegal subjects
(h) Mechanics of bargaining
(1} Generally
(2) Authority of representative
{3) Counterproposals
(4) Impasse
(i)} Acts in derogation of duty to bargain
(1) Imposing conditions
(2) Miscellaneous

3. Section 8(b)(1}(B) - Restraint or coercion of employers
in selection of bargaining
representatives

(a) Refusal to negotiate in presence of employer's
authorized representative
{p) Other forms of restraint and coercion
San Francisco Oakland Mailers Union 18, 172
NLRE No. 252
{c) Preparation of Reports of C Cases
{1} Agenda Minute - Director participating or
Director approving only
(2) Dismissal report in Agency cases
{3) Dismissal report in non-Agency cases
{4) Form NLRB-4549
(3) Statement of Reasons for dismissal
{6} Requests for Advice
(7) withdrawals (including non-Board settlements)

Fvaluation and Certification

At the end of the second year, the group supervisor completes
the second annual appraisal of the trainee and makes a
recommendation regarding retention in the program and, where

appropriate, promotion.
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At the end of the third year, the group supervisor completes the
third annual appraisal of the trainee. Based upon an evaluation
of the trainee's performance and college course WOrk, the Regional
Director will make a recommendation to the Associate General’
Counsel, Division of Operations Management, regarding conversion
and, where appropriate, promotion. A determination will be made
by the Associate General Counsel, pivision of Operations
Management, ©f the trainee's readiness for conversion to the

target pesition and, where appropriate, promotion.
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Statement of Duties

NLRE Bridge Program for Labor Management Relations Aid GS-303-~

Introduction

This is a trainee position located in a Regional Office of the
National Labor Relations Bocard. The incumbent is part of a .
formal, OPM approved, "Bridge Program” designed to provide
experience and training to the incumbent so as to gualify him/her
for the target position of Labor Management Relations Examiner,
GS-7. 'The incumbent, under the general supervision of the
Assistant to the Regional Director, receives on-the-job and formal
training designed to gualify the incumbent for the target
position.

Puties

Incumbent is assigned subject matter reading material for study
and learning. Such material includes various handbooks, internal
instructions and guidelines, Case Flow Charts, outlines of law and
procedure in representation proceedings and sets of current NLRB
Case forms. Incumbent reads material, attends formal training
meetings designed to cover both basic and novel casehandling
procedures, and "sits in” on conferences and discussions with
staff members; for example, agenda meetings and pre-election
conferences, to provide incumbent with actual experience and
acguaint him/her with all phases of examining work.

Participates with a higher graded Labor Management Relations
Examiner as an observer on various types of cases for the purpose
of acquiring first-hand knowledge of casehandling procedures and
techniques.

Assists a Labor Management Relations Examiner of higher grade on
routine phases of casehandling activities. Thelr assignments
typically include such tasks as interviewing witnesses in
relatively uncomplicated cases, preparing affidavits as to their
testimony, and drafting a report of the investigation:; assisting
in holding elections, checking the eligibility of voters, etc.,
assisting in the investigation phase of the assignment which may
involve excerpting data from respondent’s books, productiocn
records, and cost statements. Depending on incumbent's progress,
he or she will be given primary responsibility for processing
charges and petitions under the supervision of a group supervisor
or Assistant toc the Regional Director.



?‘, " oy

@ Q

-2-

Supervision and Guidance Received

The scope and planning of incumbent's training is under the
general supervision of the Assistant to the Regional Director
(aRD). Orientation and training assignments are made by the ARD
or by a group supervisor and are designed to be carried out
insofar as practicable in accordance with the individual needs of
the incumbent and the Agency's training agreement. On-the-spot
supervisory guidance is provided as necessary. All of the
incumbent's work is closely supervised and carefully reviewed.
The accuracy and adeguacy of the incumbent's factfinding, report
writing and analysis is checked, and further research,
investigation and/or revision are directed as may be necessary.
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15, Cigsilmed FOracea by OHicial Title of Fosivion (Pay Pinn] Drcnperianst Code | Gonde Imizile Do

& Cwil Service
Lommauon

“aeme- | office Manager fcs oL | 1 o4os]
‘ f
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Insnating Lithea

16. Crganizntionat Trtle of Posnon [ ritgrent from oftcd tith) 17, Wune oF Employee fif racancy, Kpecifyl
18. Departrwni, Agency, D¢ Eswabinhrment €. Thord Subedivimon
National Labor Relations Board Region
& Firt Subdonasion & Fourth Subdeion
Office of the General Counsel
©. Second Subdnmedn ¢. Foith Subdgormon
Division of Operations Management

19, Empioyee Feview  Thus 45 a0 sccurale Sessrpnon ot e mper duive a0 i Sigruture of Employe foprianafi

respansDifitns 0f My p
!
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| ey 5 2‘/;4 7

. .

21, Clasiticalion (ob Graging Ceritwation. | Chrtily 1h1 I DOSHON FIS DREr e 1 Chamaety v/ Graciny Povnioh
i e grades as requreo by Tt B U 5 Cooe an copformence with sland-
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Typed Npwwe and Titls of Otfuc! Tpheng Acnion

Anthony I. Wonkovich, Assistant Dir

' §nlfo 1 IwE LT ndargy, and i Atwah Of 1R AP0 iCaton.,
of Personnel for Personnel Operations totormation lor Empiorees Te Hle O Esaasation of The povhion may be
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4. Remprks
Not to be filled concurrently with oOffice Manager, GS-301-9, Ag. Ro. Sp-299
Office Manager, GS-301-7, Ag. No. '§P-298, in any one Regional Office.
7%, Descrsption of Major Dutin and Responibes fsee atched)
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Cotonal Form 8 (HACK) [Aevaed 877

INSTRUCTIONS FOR COMPLETING OPTIGNAL FCRM 8 - . -

POSITION DESCRIPTION

In order ta3 comply with the reguirarnsnts of FPM Chaptar 295,
subchapter 3, and other provisions of the FPM, agencies must cam-
piets the iten marked by an astarisk. Agencies may determine what
other iterns are 10 ba used.

hr

3,

7.

8.

10,

11

1Z

»

Enter position number used by the agency for contral pure
pases. See FEM Ch, 312, Subch. 3,

Check ane.

» “FAadescription” means the duties andfor respensibilities of
an Exisiting position e being changed,

& “New"™ means (he position has not previpusiy axisted,

» “Reattabiithmant™ means the position previousiy asisted,
bt had been cancelisd.

s “Other™ covers such things a8 change in title Of ocou-

pational serigs without & change in duties or responsibifities.

+ The “Expianation™ ssction should be used to show the rea-
san il “Other” is checked, as well as any position(s} re-
placad by position mimbaer, title, pay pisn, accupational
code; and grade.

Check one. See FPM Ch, 3328, Subch. 3, for appilcatlﬂl‘l of
apportignment requirgmeants to positiont in the Departmentat
Service. Agencies may show apportioned positians by placing
A" after "Dept’l”

Enter geographical location by city and State {or if pasition is
in 3 foreign country, By gity and country}.

Enter geographical location if different from that of #8.

Ta be complated by the Civil Servica Commission for posi-
tions at GS-18, 17, and -18, and for Public Law type pasi-
tigns. {Ses F15a for date of CBC certification.)

Chack one to show whether the incumbent iz axempt or non-
gxempt from the minimum wagae and avertirme provisions of
tha Fair Labor Standarcs Act. See FPM Ch. 551,

Check ona to show whether the incumbent is required to sub-
mit & statement of smployment and financial intgrests. Sew
FPM Ch. 735, Subeh. 4.

. Chack one to shaw whﬂher identical Add: tsonai pOSItiOnNS are

permitted, Ses FPM Ch, 312, Subch. 4. Agencies may show
the number of such potitions authorited and/or established
alter tha “Ym™ biock.

Check one. Ses FAM Ch, 212 for information on the competis-
tive service and FPM Ch, 211 for the excepted service. For a
position in the excepted sarvice, snter autharity for the excep-
tion, 8.9., “"Sch. A-213.3102{d)” for Attorney potitions ex-
cepted under Schedule A of the Civil Service Reguistions.

Chieck o

* A “Supsrvisory” position is one that roquires the axercise
of at least tha level Of supervisory responsibility that meets
the minitnwmn requirements for spplication of the “Supervi.
sory Grede Evstuation Guide” for G3 positions or for classi-
fication in the WS or WN schedulas of the Federsl Wage
Systam; of, the position meets the standard of minimun
supervisory responsibility defined in the job stnderds of
the applicable pay schedule. Agencies may designat: first-
tevel supervisory positions by placing ™1 or “1st” after
“Suprvsry.’’

e A “Manageriz:” position is one that has the full range of
managerial lunctions as delineatsd in the “Definition af
Managerial Positions” in the introductory section to the
“Sypervisory Grade Evaluation Guide™ for GS pasitions.

Chutk pne to show whather the potition is crmcal»sensitiw,-
. woncritical sengitive, or nonsensitive for security purposes Seas
'S?Mch 732, Suber. 1. - - B

13

14,

.'5‘

16,
17.

8.
19.

‘20,

.

4.

*25.

Enter compatitive favel code for use in reduction-in-force
actions. See FPM Ch. 351,

Agencies may use this block for any additional coding require-
mant.

Enter classification/job grading action.

s Far “Otfigial Title of Position,” see the applicable classifice
tion or job grading sandard. For positions not covered by a
pubtishac standard, see the Ganeral Introduction to “Posi-
tion Ciassification Standards,” Section 111, for GS positions,
ar FPM Supplement 512-1, "Sob Grading System for Trodes
and Labor Qetupations,” Part 1, Secton 1L

o Fgr “Pay Pian™ code, tee FPM Suppiernent 2921, "“Per-
sonnel Dats Sundards,” Book U1, Subch. 51,

& For “Occupationat Code,” see the applicable standard; or,
whare no standard has been publithed, see the “Handbaok
af Occupational Groups and Series of Classes” for GS posi-
tions, o¢ FPM Supplement 512-1, Part 3, for trades and
labar positions. For aif positions in sientific and sngineer-
ing ocgupations, enter the two digit functional classification
code in parentheses immadistaly following the occupational
code, 8.§., "GS5-1310{14)." The codes are listed and dis-
cussed in the Generat Intraduction 1o “Position Classifics-
tion Standards,” Section VL

Enter the organizational, functional, ar working title if it dif-
fers trom the official title.

Enter the name of the incumbent. f there i3 no incumbent,
snter “vacancy.”’

Enter the organizational Jocation of the position, starting with
the nams of the department gr agency and working down
fram thare.

If the pasition is occupied, have the incumbent read the
attached description of duties and responsibilities. The em-
ployee’s signature is optional,

This yiaterent normally should be certified tiy the immadiate
suparvisor of the position. At its option, an agency may alsa
have a higher-level supervisor or manager ¢ertify the state
ment,

This statarment should be certified by the agency officisl who
makes the classificationfjob grading decision. Depending on
sgency regulations, this officisl may be a personnel office rep-
retentative, Of @ manager or supervisor delegated classitica
tionfjob grading suthority,

Entar the potition classification fjob grading standardis) used
and tha dats of issuance, #.g., “'Mail ana File, G5-305, May
197"

Agencies are generally required 1o review, at least annually,
assch sstablithed position to determine whather the position is
still necessary and, if s0, whether the position description is
sdequate and ctmsification/job grading is proper. See FPM Ch,
312, Subch. 4. Thiy section may be used as part of the review
procem. The employes’s initials are optional. The initisls by
the supervisor and classifier represent recertifications of the
staternents in items 320 and #21 respectively.

This section may be used by the agency for additional coding
requiremants or for any ARPropriate remarks.

Type the descriptian on pisin bond paper and attach ta the
farmn. The agency positian number should be shown on the
attachment. See appropriate instructions for farmat of the
description and for sny requirements far evaiuation documen-
ration, e.q., “Instructions for the Factor Evaluation System ™
in the Genarsl Introduction to “Pasition Classification Stand-

arch,” Section VIL ‘



